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APPENDI X A
REVI EW AND EVALUATI ON OF CI VI LI AN PERSONNEL ADM NI STRATI ON

1. Leadership and Support by Conmander.

a. Accountability.

Commander accepts his role in civilian personnel nmanagenent ?
Under st ands the authority he has? Accepts Cvilian Personnel
Oficer as nenber of his key staff? Commander has "open door"” to
Cvilian Personnel Oficer? Looks to CPOto brief himand staff
on civilian personnel matters?

b. Parti ci pati on.

Personal |y signs correspondence and directives prepared on
civilian personnel enphasis prograns? Opens civilian nmanagenent
training courses, semnars, conferences? Participates in

enpl oyee orientation progran? Refers to the mlitary-civilian

t eam concept in speeches, conversation, witten articles?
Participates in local civilian comunity activities? Displays
genuine interest in civilian personnel managenent and the
civilian workforce?

2. Division Civilian Personnel Oficer gquidance and assi stance.

a. Communication with Districts (tel ephonic, nenos,
conferences, staff reviews).

b. Participation in devel opnent of policies; in actions on
CSC, DA, OCE, and any other inspections and reviews of Districts.

3. Devel opnent and | ssuance of Policy Docunents.

a. Currency and availability of |ocal policies on the
fol |l ow ng:

Al cohol and Drug Abuse

Awar ds

Car eer Managenent

Conduct and Di scipline

Details

Enpl oyee Conpensation (Disability & Death)
Executi ve Devel opnent

EEO (Action Oficer Responsibilities)
Gievances and Appeal s

Hours of Wbrk and Leave

| nt r a- Managenent Conmuni cati on

Job Action Contingency Actions

Labor Rel ati ons
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Managenent - Enpl oyee Rel ati ons

Merit Placenent and Pronotion

Pay Entitlenent, Including FLSA

Per f or mance Eval uati on

Pl an for Enpl oynent of the Handi capped

Position and Pay Managenent

Reduction in Force

Tr ai ni ng

Upward Mbility

b. Extent to which views of managers, first line

supervi sors, enployees and uni on organi zations are solicited and
considered prior to inplenentation of |ocal policies.

4. Equal Enpl oynment Opportunity (Action Oficer).

a. EEO Action Oficer appointed and functioning. How?

b. Action Oficer participates in the devel opnent of the EEO
Affirmative Action Plan.

5. Al cohol and Drug Abuse Prevention and Control Program

(ADAPCP) .

a. Gvilian Program Coordi nator (CPC) appointed and
oper ati onal .

b. Training provided the G vilian Program Coordi nator.

c. Training and orientation provided managers and
supervi sors.

~d. Adequate civilian enployee health services avail abl e on-
site to support the program or, arrangenents nmade to use
comunity resources for treatnent and rehabilitation?
e. Wirkforce infornmed of services avail abl e.
f. Counseling provided as required.
g. Any current actions? How handl ed? Results?

6. Recruitnment and Pl acenent.

a. Recr ui t nent .

(1) Division Recruitment Coordinator designated and
functioning. How?

(2) Staffing needs forecast. Extent! (inmnent needs,
short range, |ong range)
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(3) Supervisors involved in the devel opnent and
i npl enmentation of staffing plans. Action?

(4) Workforce naintained as near as possible to authorized
and funded strength, but within the range of 98-100%

(5) Support provided to and use nmade of special enploynent
prograns (handi capped, veterans, sunmmer hires, host enroll ees).

(6) Contacts established and maintained with colleges and
universities and on-canpus visits conducted, including those to
mnority institutions, and technical and non-technical schools.

(7) Recruitment sources utilized such as CO OP Program CSC,
Veterans Organi zations - Labor Unions - Local professional and
non- pr of essi onal organi zations. Paid advertising used?

(8) Action to seek out mnorities and fenal es?

(9) Vacancy announcenents posted.

(10) DOD priority placement programreceiving attention and
docunent ati on mai nt ai ned.

(11) Oversea recruitnent and processing given proper
attention.

b. Placenent.

(1) Merit Pronotion Plan current, clear and understandabl e.
(2) Enployees aware of basic nmerit principles, how the Merit
Pronotion Pl an operates, their responsibilities and opportunities

for advancenent.

(3) Methods for devel opi ng better candi date eval uati on and
techni ques realistic.

(4) Supporting records properly nmaintai ned and action fully
docunent ed.

(5) Enployees reaction to fairness of selections.

(6) Placenent foll ow ups nade.
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7. Car eer Managenent .

a. Executive Planning Board established and functi oning.
b. Career program nmanagers support in recruitnent process.

C. Recruitment situation/hire lag for career program
positions at mandatory referral |evels.

d. Tineliness of career referral lists and quality of
referrals.

e. Career records maintenance current. Need up-dating.
f. Jldentification of and neeting intern intake needs.

. Training and devel opnental opportunities for career field
personnel fully exploited.

h. Career Appraisals up-to-date and realistic. Follow up
syst em

i. SKAPS realistic, current, and reflect career patterns.

8. Training and Devel opnent.

a. Training Conmttee appointed and active in carrying out
prescribed planning, coordinating and eval uation functi ons.

b. Hi gh potential managers and executives identified and
devel opnent al assi gnnments pl anned.

c. Training program plans prepared, updated, and eval uated
for enployees in devel opnental assignnents; including career
interns and those in special enphasis prograns (Upward Mbility,
Vi et nam Era Vet erans, Wrker-Trai nee, CO OP students).

d. SF 50's prepared for special devel opnental assignnents.

e. Formal plans (IDP s) prepared.

f. New supervisors:

(1) Provided 40 hours of supervisory training within 6
mont hs of assignnent to supervisory duties.

(2) Provided 80 hours of supervisory training within 2 years
of assignment to supervisory duties.
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g. Enployee self-devel opnent efforts actively encouraged and
supported by managers and supervisors. (Professional
regi stration and licenses)

h. Training program eval uated at | east annually.

9. Position and Pay NManagenent.

a. Position Managenent O ficer (PMO designated and
responsibilities assigned - Understood and functi oning.

b. Effect of high grade position and average grade control
obj ectives on position and pay nmanagenent.

c. Regular and ongoi ng coordi nated position mangenent
studi es conpl eted and foll ow t hrough acconpli shed.

d. Survey requirenments conpleted during last fiscal year and
status of current FY survey acconplishnents.

e. Extent of supervisors participation in annual survey
process.

f. Systeminitiated for nmonitoring and controlling work
assignnments (details).

g. Use of DA standardized job descriptions.

h. Pay accuracy rate as close as possible to 100% but not
| ess than 93%

i. Positions (filled and vacant) reviewed for necessity.
J. Job description changes furnished on a tinely basis.

k. Copies of job descriptions provided enpl oyees and
cl assification standards nmade avail abl e to enpl oyees.

_ . FLSA status docunmented on job descriptions and workforce
i nformed of the provisions of FLSA

10. Labor Rel ati ons.

a. Labor relations policy statenent or regulation issued.
b. Labor relations officer designated.

C. Labor rel ati ons counsel or established in Ofice of
Counsel
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d. Supervisors and managers trained in requirenments and
procedures in contract negotiations admnistration.

e. Degree of effectiveness in negotiations; and in resolving
conpl ai nts.

f. Work stoppage contingency plan current.

11. Management - Enpl oyee Rel ati ons.

a. Communication information system established.
b. Personnel policies and changes communi cated to workforce.

c. Systemestablished for nonitoring and rectifying problem
areas (sick | eave usage, loss rate, disciplinary actions).

d. Conplaints, grievances and appeals processed on a tinely
basi s.

e. Supervisors execute full-range of responsibilities.
f. Adequacy of working conditions and of enpl oyee services.
g. Individual counseling provided, as necessary.

h. Assessnent of enployees attitudes - Results of
questi onnaires.

12. | ncentive Awards and Suggesti ons.

a. Awards.

(1) Extent of support by Commander and top managenent
officials, including the devel opnent and distribution of policies
and procedures.

(2) Effective use of honorary awards system begi nning at
m d-career levels. Has specific programrequired by OCE
Suppl enment 1 to AR 672-20 been established? How nany nom nati ons
for higher |evel awards have been submtted annually during the
past three cal endar years?

(3) Incentive Awards Conmmittee established and functi oning.
(4) Use of Awards in relation to DA guidelines.
(5 Extent of efforts to assure a bal anced distribution of

awar ds bet ween supervi sor/ non-supervisor, WGGS, minorities and
wonen. Descri be i nbal ances and corrective acti on.
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(6) Gallery of distinguished civilian enpl oyees established?
Locati on?

b. Suggestions.

(1) Program actively pronoted including Commander support,
participation, devel opnent and distribution of policies and
procedures and pronotional canpaigns.

(2) Quality and quantity of suggestions in ternms of
significant inprovenents in efficiency of operations and
productivity. (Tangible benefits)

(3) Tineliness of evaluations and backl og experience vs DA
goal s.

13. Program Pl anni ng, Sel f - Eval uati on and Feedback System

a. Pl anni ng.

(1) Personnel program docunent devel oped wi th nmanageri al
i nput, geared to | ocal needs, including itens of action and tine
frames for conpletion, and includes DA and OCE goal s and
obj ecti ves.

~ (2) Mobilization planning docunent issued, and relates to
m ssion requiremnments.

(3) Al applicable pre-energency checklist actions current
and conpl ete and neet requirenents of CPR 910 and ER 690- 1-910.

b. Self-Eval uation.

(1) Conplete staff visits of Districts by D vision and
mai ntai n foll ow ups on any problem areas until resol ved.

(2) Systemdesigned to assess program status agai nst DA and
OCE requirenments and | ocal program objectives.

(3) Self-audits conducted as required by paragraph 4a(5), ER
690- 1- 250.

_ (4) Degree of conpliance with |atest CSC, DA and COCE
i nspections or reviews on recomended action areas.

C. Feedback System

Commander and operating officials furnished neani ngful feedback
i ndicating progress and problens and actions tailored to
organi zati onal needs, to inprove performance.

A-7



ER 690- 1- 250
7 Mar 78

14. Effectiveness of Autonmati on System

a. Processing personnel actions. (Tineliness)

b. Extent of use of conputerized information (reports,
suspense listings etc).

c. CIVPERSINS error/rejection experience.

15. Cuvilian Personnel Ofice Operations.

a. Delegation of authority on record.

b. Organization and functions in accordance with regul ations
(CPR 250.5; ER 10-1-2; ER 690-1-272).

c. Allocated resources (staffing).
d. Program effectiveness.

(1) Violation Rate.

(2) Self-audit system

(3) Visits to supervisors and to field sites established and
mai nt ai ned.

e. Physical Facilities.

(1) Adequate - sufficient.

(2) Areas available for privacy or confidential interview
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